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NOTE – All ordinance work in TEAAS is done in the ordinance module…- 

 

 

 
 

 

I. New Ordinances 

 

The following instructions explain how to set up and approve new ordinances at the Division and 

Region level. 

 

A. Entering New Ordinances 

 

The following steps must be completed prior to approval at the Division level… 

 

1. Click on the “New” button 

 

 
 

2. Enter the following items (required for all ordinances) 

 

A. Ordinance Type (note that types 6, 7, 16, and 17 are no longer allowed) 

B. County 

C. On Road (name only, not the 8-digit code) 

D. City (if the ordinance is in, or partially in, a municipality – applies to all ordinance 

types) 

E. Ramp Flag (only if on a ramp) 

F. Begin Reference Road (taken from the TEAAS features report) 

G. Begin Distance 

H. Begin Feet/Miles 

I. Begin Direction (based on the TEAAS features report) 
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NOTE – If the TEAAS features report is absent or incorrect, contact the Ordinance 

Program Administrator for assistance. 

 

3. Click on the begin point milepost button (  ). 

 

4. Enter the following information required for all ordinances except type 4 (No Right Turn on 

Red) and type 23 (Truck Information Station): “End Reference Road”, “End Distance”, “End 

Feet/Miles”, and “End Direction”, and click on the end point milepost button (  ).  As in 

step 2, this information must be based on the TEAAS features report. 

 

 
 

5. For speed limit ordinances (types 2, 3, 5, 9, 29, 30, 31, 32, 33, 34, 35, 36, 37, and 38), enter 

the “Car Speed Limit” and the “Truck Speed Limit”. 

 

 
 

6. For work zone ordinances (types 9, 10, and 36), enter the project number in the “Construction 

Project Number” field. 
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6. Go to the “Description” tab and enter the “Ordinance Description”. 

 

 
 

7. A “Detailed Description” will also need to be entered for ordinance types 12, 22, 23, 40, 41, 

42, 43, 44, 45, 46, and 50. 

 

 
 

8. Click the “Save” button (  ). 

 

9. If the ordinance is a municipal ordinance (types 2, 29, 31, 34, and 37), then print out the 

municipal approval certificate (  ) and have it signed by the municipality.  

Once signed by the municipality, sign the municipal certificate on the “Division” line and enter 

the municipal approval date in the “Municipal Approval Date” field.  Forward the certificate to 

the appropriate Region. 

 

 
 

 

 
 

 

NOTE – If the ordinance is a municipal ordinance, any changes to the ordinance after this 

step will negate the municipal approval date and a new municipal approval certificate will 

need to be generated and signed by the municipality and Division. 
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B. Approving New Ordinances – Divisions 

 

New ordinances must milepost and not overlap, and must have signed municipal certificates (if a 

municipal ordinance), before Division approval is allowed. 

 

1. Search as follows for ordinances to be approved at the Division level… 

 

 
 

2. To approve an ordinance at the Division level, go to the “Status” tab and click on the 

“Approval” button to the right of the “Division Approval” line. 

 

 
 

3. If the ordinance is a municipal ordinance and the certificate has not been approved by the 

municipality, the following error message will appear.  Print the municipal certificate, have it 

approved by the municipality, and enter the municipal approval date (see step 9 in section I.A., 

above). 

 

 
 

4. If the begin point of the ordinance does not milepost, the following error message will appear.  

Check the “Begin Reference Road”, “Begin Distance”, “Begin Feet/Miles”, and “Begin 

Direction” fields to make sure the end point mileposts (see steps 2 and 3 in section I.A., above).   
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5. If the end point of the ordinance does not milepost, the following error message will appear.  

Check the “End Reference Road”, “End Distance”, “End Feet/Miles”, and “End Direction” fields 

to make sure the end point mileposts (see step 4 in section I.A., above). 

 

 
 

6. If the ordinance overlaps with other ordinances, the following error message will appear.  Note 

the overlapping ordinance numbers so that the existing ordinances can be repealed, or the 

begin/end points of the new ordinance can be adjusted. 

 

 
 

NOTE – Any changes to the ordinance after this step will negate the Division approval.  

Also, if the ordinance is a municipal ordinance, any changes to the ordinance after this step 

will negate the municipal approval date and a new municipal approval certificate will need 

to be generated and signed by the municipality and Division (see step 9 in section I.A., 

above). 

 

C. Approving New Ordinances – Regions 

 

Once Division approval has been accepted by the system, new ordinances must milepost and not 

overlap, and must have signed municipal certificates (if a municipal ordinance), before Region 

approval is allowed. 

 

1. Search as follows for ordinances to be approved at the Region level… 
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2. To approve an ordinance at the Region level, go to the “Status” tab and click on the 

“Approval” button to the right of the “Region Approval” line. 

 

 
 

3. If the ordinance overlaps with other ordinances, the following error message will appear.  Note 

the overlapping ordinance numbers so that the existing ordinances can be repealed, or the 

begin/end points of the new ordinance can be adjusted. 

 

 
 

4. If the ordinance is a municipal ordinance, sign the municipal approval certificate on the 

“Region” line and forward it to the Ordinance Program Administrator. 

 

 
 

 

NOTE – Any changes to the ordinance after this step will negate the Division and Region 

approvals.  Also, if the ordinance is a municipal ordinance, any changes to the ordinance 

after this step will negate the municipal approval date and a new municipal approval 

certificate will need to be generated and signed by the municipality, the Division, and the 

Region (see step 9 in section I.A., and step 4, above). 
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II. Repealing Ordinances 

 

The repeal process for ordinances is now electronic and no paperwork is required except for 

municipal repeal certifications and truck prohibition justifications (for repeal). 

 

A. Repealing Ordinances – Divisions 

 

1. If the ordinance is a municipal ordinance (types 2, 29, 31, 34, and 37), then print out the 

municipal repeal certificate (  ) and have it approved by the municipality.  Once 

approved by the municipality sign the municipal repeal certificate and enter the municipal repeal 

date in the “Municipal Repeal Date” field.  Forward the certificate to the appropriate Region. 

 

 
 

 
 

2. To recommend an ordinance for repeal at the Division level, go to the “Status” tab and click 

on the “Recommend for Repeal” button to the right of the Division repeal recommendation line. 

 

 
 

NOTE – The recommendation for repeal at the Division level can be revoked by re-clicking 

the same button. 
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B. Repealing Ordinances – Regions 

 

1. Search as follows for ordinances to be repealed at the Region level… 

 

 
 

2. To repeal an ordinance at the Region level, go to the “Status” tab and click on the 

“Recommend for Repeal” button to the right of the Region repeal recommendation line. 

 

 
 

3. If the ordinance is a municipal ordinance, sign the municipal repeal certificate on the “Region” 

line and forward it to the Ordinance Program Administrator. 

 

 
 

 

NOTE – The recommendation for repeal at the Region level can be revoked by re-clicking 

the same button. 
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III. Searching Ordinances 

 

Ordinances can be searched a number of different ways, any of which can be selected or left 

blank.  However, only a maximum of 2,000 ordinances may be identified in any given search. 

 

 
 

Definitions are as follows: 

 

 Approval Status: Approved – All ordinances that have state approval (active and 

repealed) 

 

 Approval Status: State Appr. Pending – All ordinances approved at the Region level 

(active only) 

 

 Approval Status: Region Appr. Pending – All ordinances approved at the Division level 

(active only) 

 

 Approval Status: Div. Appr. Pending – All new ordinances without any approvals (active 

only) 

 

 Repeal Status: Repealed – All ordinances with a repeal date (repealed only) 

 

 Repeal Status: State Recomm. Pending – All ordinances with a Region repeal 

recommendation (active only) 

 

 Repeal Status: Region Recomm. Pending – All ordinances with a Division repeal 

recommendation (active only) 

 

 Repeal Status: Div. Recomm. Pending – All ordinances that have state approval or no 

approvals (active only) 

 

 Status: Active – All ordinances without a repeal date 

 

 Status: Repealed – All ordinances with a repeal date 

 

1. Ordinances in all counties, cities, regions, and divisions will be selected unless one of those 

items is specifically selected. 
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2. Ordinances of all types, roads, dates, etc., will be selected unless one (or more) of those items 

is specifically selected or entered. 

 

3. The “Approval Status” window, the “Repeal Status” window, and the “Status” window are all 

independent of each other. 

 

4. Selecting all items in a given window is the same as not selecting any items in a given 

window. 

 

 

IV. Certificate of Rulemaking 

 

A. State Repeal Pending 

 

1. Sort hard copies of municipal repeal certificates by ordinance type and ordinance number. 

 

 
 

2. Search for municipal speed zone ordinances (type 2) with State repeal pending. 

 

 
 

3. Double-click on the “Ord. #” column to sort by ordinance number. 
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4. Verify municipal speed zone ordinances with signed concurring municipal repeal certificates.  

Highlight the municipal ordinances without repeal certificates (using the “Ctrl” key) and press 

the “Delete” button. 

 

 
 

5. Enter the repeal dates by opening/saving each individual ordinance or by using the “Set 

Repeal Date” button (  ), entering the repeal date, and clicking “Set Repeal Date”. 

 

 
 

6. Perform state repeal by clicking on the “State Repeal” button (  ). 

 

7. Repeat steps 2 through 7 for the remaining municipal ordinances (types 29, 31, 34, and 37) 

and any truck restrictions (types 28 and 49) repeals. 

 

8. Search for all ordinances with State repeal pending.  Sort by ordinance type and 

highlight/delete all municipal ordinances (types 2, 29, 31, 34, and 37) and truck restriction 

ordinances (types 28 and 49).  Enter the repeal dates by opening/saving each individual 

ordinance or by using the “Set Repeal Date” button (  ), entering the repeal date, and 

clicking “Set Repeal Date”. 

 

9. Perform state repeal by clicking on the “State Repeal” button (  ). 
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B. State Approval Pending 

 

1. Sort hard copies of municipal approval certificates by ordinance type and ordinance number 

(see step 1 in section IV.A., above). 

 

2. Search for municipal speed zone ordinances (type 2) with state approval pending. 

 

 
 

3. Double-click on the “Ord. #” column to sort by ordinance number. 

 

 
 

4. Verify municipal speed zone ordinances with signed concurring municipal approval 

certificates.  Highlight the municipal ordinances without approval certificates (using the “Ctrl” 

key) and press the “Delete” button. 

 

 
 

5. Enter the effective dates by opening/saving each individual ordinance or by using the “Set 

Effective Date” button (  ), entering the effective date, and clicking “Set Effective 

Date”. 

 

 
 

6. Repeat steps 2 through 5 for the remaining municipal ordinances (types 29, 31, 34, and 37). 
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7. Search for work zone speed limit ordinances (type 9) with State approval pending and sort by 

ordinance number.  Verify those ordinances with justification paperwork (and highlight/delete 

the rest).  Enter the effective dates by opening/saving each individual ordinance or by using the 

“Set Effective Date” button (  ), entering the effective date, and clicking “Set 

Effective Date”. 

 

8. Repeat step 4 for work zone speed penalty ordinances (type 10) and work zone variable speed 

limit ordinances (type 36). 

 

9. Search for truck restriction ordinances (types 28 and 49), sort by ordinance number, and verify 

justification forms (and highlight/delete the rest).  Enter the effective dates by opening/saving 

each individual ordinance or by using the “Set Effective Date” button (  ), entering 

the effective date, and clicking “Set Effective Date”. 

 

10. Search for all ordinances with State approval pending. Sort by ordinance type and delete all 

municipal ordinances (types 2, 29, 31, 34, and 37), work zone ordinances (types 9, 10, and 36), 

and truck restriction ordinances (types 28 and 49).  Make sure that no discontinued ordinance 

types (6, 7, 16, 17, and 26) are being used.  Enter the effective dates by opening/saving each 

individual ordinance or by using the “Set Effective Date” button (  ), entering the 

effective date, and clicking “Set Effective Date”. 

 

 

C. Package Review and Certification 

 

1. Sort the municipal certificates (repeal and approval) by type, division, approval, and repeal. 

 

2. Search for all ordinances to be included in the Certificate of Rulemaking using the “Report 

Date” field.  Generate a report using the “Generate Report” button (  ), attach any 

municipal certificates, work zone ordinance request forms and justification paperwork, and truck 

prohibition request forms, and give the draft “package” to the Ordinance Program Administrator 

for review. 

 

 
 

3. Give the draft “package” to the State Traffic Engineer for review. 

 

4. Make any adjustments to the draft “package” by removing effective dates as needed.  Do not 

remove any repeal dates. 
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5. Search for all new ordinances to be included in the Certificate of Rulemaking using the 

“Report Date” of the “package” and the approval status of “State Appr. Pending”. 

 

 
 

6. Perform state approval by clicking on the “State Approval” button (  ). 

 

7. Search for all ordinances to be included in the Certificate of Rulemaking. 

 

 
 

8. Print the final Certificate of Rulemaking and give it to the State Traffic Engineer for signing. 

 

 
 

9. Create an electronic copy of the package (scan, save as PDF, etc.) to include the final 

Certificate of Rulemaking, any municipal certificates, any truck restriction change letters to the 

Legislative Transportation Oversight Committee, and any no-parking, tow-away justifications 

and aerial photographs (and memos to the Colonel of the State Highway Patrol, if in a work 

zone). If the package is for a route change, be sure to attach all the support material (original 

request, resolutions, AASHTO application/approval, municipal certificates, maps, initial 

approved request, secondary road number designations, plan title sheet, etc.). 

 

10. Send the electronic ordinance package to the web content manager for upload to the internet. 

All packages are loaded on the Ordinance Packages web site. Route changes and STAA route 

designations are also loaded on the Route Changes web site and the Truck Information web site, 

respectively. 

 

11. Send out notification of the ordinance package and send the original hard copies to the file 

room.  The email distribution is as follows… 

 

Route change ordinance packages: 

 
DOT.Traffic_Route_Change_Package@ncdot.gov 

tlangdon@ncshp.org 

papoole@ncshp.org (Major Patricia A. Poole) 

Appropriate Regional Traffic Engineer(s) 

Appropriate Division Traffic Engineer(s) 

Ordinance Program Manager 

http://ncdot.org/doh/preconstruct/traffic/safety/programs/ordinances.html
http://ncdot.org/doh/preconstruct/traffic/safety/programs/routes.html
http://ncdot.org/doh/preconstruct/traffic/safety/truck/
mailto:DOT.Traffic_Route_Change_Package@ncdot.gov
mailto:tlangdon@ncshp.org
mailto:papoole@ncshp.org
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All ordinance packages (non-expedite): 

 

Traffic.Ordinance.Package@ncdot.gov 

tlangdon@ncshp.org 

papoole@ncshp.org (Major Patricia A. Poole) 

tjnichols@ncdot.gov – only if truck route/restriction or work zone ordinances 

Appropriate Division Construction Engineer(s) – only if work zone ordinances 

sbourne@ncdot.gov – only if work zone ordinances 

skite@ncdot.gov – only if work zone ordinances 

Ordinance Program Manager 

 

All expedite ordinance packages: 

 

Appropriate Regional Traffic Engineer(s) 

Appropriate Division Traffic Engineer(s) 

Appropriate Division Construction Engineer(s) – only if work zone ordinances 

Deputy Division Traffic Engineers (Divisions 1, 3, 4, 8, 10, and 11 ONLY) 

Assistant Division Traffic Engineers (Divisions 5, 7, 9, 10, 11, 12, and 14 ONLY) 

Traffic Service Supervisors (Divisions 3 and 8 ONLY) 

dehoggard@ncdot.gov (Earl Hoggard, Division 1 ONLY) 

bobhammond@ncdot.gov (Bob Hammond, Division 3 ONLY) 

rtmoore@ncdot.gov (Bob Moore, Division 4 ONLY) 

wrhawley@ncdot.gov (Wendi Hawley, Division 4 ONLY) 

twhitaker@ncdot.gov (Todd Whitaker, Division 5 ONLY) 

pjhart@ncdot.gov (Phillip Hart, Division 6 ONLY) 

peason@ncdot.gov (Patty Eason, Division 7 ONLY) 

rbakergonzales@ncdot.gov (Robin Baker-Gonzales, Division 7 ONLY) 

sgalloway@ncdot.gov (Scott Galloway, Division 11 ONLY) 

mcbuchanan@ncdot.gov (Mike Buchanan, Division 14 ONLY) 

jhcouncil@ncdot.gov (all) 

jonarnold@ncdot.gov (all) 

sclark@ncdot.gov (all) 

sbourne@ncdot.gov (only if work zone ordinances) 

skite@ncdot.gov (only if work zone ordinances) 

Ordinance Program Manager 

 

STAA route designation and reasonable access packages: 

 

see STAA Guidelines and Procedures 

 

 

mailto:Traffic.Ordinance.Package@ncdot.gov
mailto:tlangdon@ncshp.org
mailto:papoole@ncshp.org
mailto:tjnichols@ncdot.gov
mailto:sbourne@ncdot.gov
mailto:skite@ncdot.gov
mailto:dehoggard@ncdot.gov
mailto:bobhammond@ncdot.gov
mailto:rtmoore@ncdot.gov
mailto:wrhawley@ncdot.gov
mailto:twhitaker@ncdot.gov
mailto:pjhart@ncdot.gov
mailto:peason@ncdot.gov
mailto:rbakergonzales@ncdot.gov
mailto:sgalloway@ncdot.gov
mailto:mcbuchanan@ncdot.gov
mailto:jhcouncil@ncdot.gov
mailto:jonarnold@ncdot.gov
mailto:sclark@ncdot.gov
mailto:sbourne@ncdot.gov
mailto:skite@ncdot.gov
http://ncdot.org/doh/preconstruct/traffic/safety/truck/data/STAA_Processes.pdf

